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2.14 Removal Of Locks And Tags By Others

1 Purpose
To provide ingructions for MCR personnd to obtain a spare key to remove lockout/tagout by
others.
2. Responsibilities
MCR operators and coordinators are responsible for implementing this procedure.
3. Prereguisites
3.1  Personnd who have locked and tagged equipment are not available to remove locks and
tags.
3.2  Two authorized persons and one supervisor for the system/equipment are available.
3.3 Only personnel who have been trained in lockout/tagout can implement this procedure.
4. Precautions
4.1  During norma working hours, the C-A Safety Coordinator or his assstant shal implement
this procedure.
4.2  Theequipment in question must be needed for C-A operation or for personnel safety.
4.3  During shift hours, trained and authorized MCR operators and Operations Coordinators
may initiate this procedure.
5. Procedure
5.1  Try to contact person who's nameison lock (cal a homeif necessary)
5.2 Hillinform shown Appendix A.
5.3  Obtain key number of lock to be removed from requester.
54  UseLog book in Room 129 in Bldg. 911A to locate particular key in key box on wal in
Room 129.
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54  Usekey box entry key assgned to the MCR located in the MCR key locker to open key
box to remove lock key required to remove lockout.

55  Reock key box.
5.6  Givelockout key to C-A supervisor acting as lockout remova committee leader.

5.8  Direct committee leader to place notice in lockout person's mail drop informing him of
lockout removdl.

5.9  Personssupervisor shdl be contacted beginning of next work period.

5.8  After lock and tag isremoved in accordance with LOTO procedure, return lock, key, tag, and form
to Safety Coordinator next working day.
6. Documentation
6.1  Completed form from Appendix A - "Form for Remova of C-A Lockout/Tagout by
Others'.
6.2  Notification to employee of lockout removd.
7. References
OH&S Manud Section 1..1 and LOTO in Section 1.5.1.
8. Attachments
Appendix A "Form for Remova of C-A Lockout/Tagout by Others'.
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APPENDIX A

FORM FOR REMOVAL OF C-A LOCKOUT/TAGOUT BY OTHERS
Per OH& S Manua Section 1.5.1 LOTO

Requester Date
Time
Name on Tag Lock Number

Reason for Removal

Has Person on Tag been cdled

Person Releasing Spare Key

Committee to Remove:

Supervisor Life Number
Authorized Personne Life Number
Authorized Personne Life Number

Key and Lock Returned to Safety Officer
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